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FROM : Chief, Recorda Adwinistretion Btafl
STAT E
SUBJECT: Amnual Report of Records Holdings

i

1. This is a reminder of our peed for en ammual
report of records holdings et Headquarters from each
cowponent. Only ome copy of the report i required.

2. "™ia data will epable us to measure the eifective-
nese of the Agemcy Renords Manegeuwsnt Program for the
past fizcal year and will provide information to dater-
wins space requiremsats for records in the pew bulliding.
The Tollowling statistical data will %e spprecisted by
August 15, 1961:

8. Cubic Peet of records on hand 1 July 1960.

b. Cubic feet of records destroyed in your
offize during fiscal yesr 1961. (Do not
inelude records destroyed by tha Records
Center.)

e. c;béic faet of records on hapd as of 30 Juuns
1%61.

3. I feel that you will have no 4ifficulty in com-
piling your report as it will be the same ss for pest
fiscal years., Call us if you kave gtions.
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